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Documentation Construction

The concept for this documentation methodology is “one idea per page”. Each page represents the complete
presentation of information to be conveyed for a specific level of audience understanding.

Level 1

A2

Level 2

Level 3

The “drill down” feature of the documentation is accomplished
by exploding each component, or icon, on the page to a
complete page presentation at the next level down. (i.e. Each
component of a Level 1 page is exploded onto its own Level 2
page. Each component of a Level 2 page is then exploded
onto its own Level3 page.)

This documentation methodology gives inherent advantages to
the IS organization. Each document allows a complete
understanding of the proposed system at many different
technical and operations levels. Each document is simple to
read, follow and comprehend, and is easily expandable. Each
document can be constructed relatively quickly by using parallel
resources to describe/design the different component of the
system. Finally, the methodology works equally well for all
types of documentation - requirements, functional
specifications, design specifications, test plans, and
implementation and user documents.

The Level 1 page constitutes a diagram depicting the entire
system under proposal. A diagram, which will not conveniently
fit on this single page, is at a concept level that is too detailed
for this level.

The Level 2 page(s) detail each icon located on a Level 1 page
and further describes the sub-component or sub-system to be
presented.

The Level 3 page(s) provide further details of each icon located on Level 2 page. Level 3 diagrams should present the
design level detail of decision, filter and computational mechanisms.
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Document Construction — Screen Layout

Of Economic Security

Ernily | Account: DOD MIS Internal Account | Close

Consumer Demographics
Consumer Intake Main Menu | Medical/Health History Menu

Consumer ID: 1212232151 Case Status: Open  Program Eligibility: DD [Ed

Consumer Name:

Cortact | Site Map | Help | Site Best vieved.,
Caopyright 2003 DES Arizana @ Your Service, All Rights Reserved

All screens will have the following layout.

Header- Standard DES header information
* Logo
Navigation

User/Account Information- Displays
e User name
» User Account Information
* Close Link- Closes the current
window

Title Bar- Displays
 Page name

Content Area- Displays
» Consumer Information Header
o Consumer Name
Consumer ID
Case Status
Program Eligibility
Address Book Icon
» Page Description
* Links
e Other information

0]
0]
0]
0]

Footer- Displays Standard DES footer
information
» Navigation
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Security

This component operates under the umbrella of the “freestanding” Security component of the Long Term Care (LTC)
system. The Individual Support Plan (ISP) component works with Security to authorize access to Protected Health
Information (PHI) data and functionality.

PHI is any information in a medical record or designated record set that is used to identify an individual, and is created,
used, or disclosed in the course of providing a health care service such as diagnosis or treatment.

The Health Insurance Portability and Accountability Act (HIPAA) regulations allow researchers to access and use PHI
when necessary to conduct research. However, HIPAA only affects research that uses, creates, or discloses PHI that is
entered into the medical record or is used for healthcare services, such as treatment, payment or operations. Note that
health information by itself without Consumer identifiers is not considered to be PHI.

The freestanding Security component is used in conjunction with all DDD applications to secure the “data-at-rest”
component of the HIPAA requirements. Security is instituted on two distinct levels: a) access to application functionality,
and b) access to PHI data. The security logic designed for the LTC system fully conforms to the role based requirements
of HIPAA Privacy and Security Regulations. Individual access is only provided to specific PHI as required to perform
authorized processing functions.
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Introduction

The authorization process allows users to search for vendors of their choice, to provide approved services. For the
purposes of this document, the user is defined as the support coordinator, the consumer, or anyone defined on the ISP
who is assisting with service requests and placement. The search component allows the user to indicate preferences
regarding location, gender, vendor type, and ability to provide multiple services.

The user sends a service request to one or more vendors that are matched through the search. The user may send a
request directly to a preferred vendor without searching. The request includes the service needed, the start and end
dates of the requested service, and the number of units needed. The vendor also receives general information about the
consumer’s medical condition(s) or other special needs. The vendor has the option to accept or deny the request. The
vendor does not know the consumer’s name until the request is accepted and the consumer authorizes the service to be
provided. If multiple vendors send an accept response, the consumer chooses from the list of responding vendors or may
choose auto-select allowing the system to randomly select one of the available vendors.
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External Vendor Login

Vendor security login will allow the vendor to access entry into the FOCUS vendor system. If the vendor does not have a
User ID and Password the Vendor may create an account at this page. The Division uses a process of sending a link in
E-Mail to the person requesting access. If the person does not receive the E-Mail, they will not be able to login.

The External Vendor may login by entering the DES web address in their Web browser “Address” window, the DES Web
address is http://www.azdes.gov/ddd. Once the Vendor arrives at the DES web site the Vendor will click the "Vendor
Information” link. On the Vendor Information page the Vendor will find a “FOCUSDD” link (pictured below). This will
transfer the Vendor to the FOCUS login page where the Vendor will gain system access by entering their “User name” &
“Password” (pictured inset).

. e Ty T
Arizona Ry, g 6
Department of Economic Scourity

State of Arzona
Home Page

* Hyperlinks
Sign-Up as New User — redirects the user to
Division of Developmental Disabilities the S|gn Up page

Home Page - About - Contactlls - FAOs

Home Page About DES Contact Us How Do 17

Menu
Pars asistencia en Espaficl, por favar [lame sl 602,542.0419 o 1.866.229.5553

+ Message from the
Assistant Director

+ Eligibility /Make a
Referral

+ Navigating the

Forgot My Password — redirects the user to
Forgot Password page

 pusm fision of Developmental Disabilities
¢ Mt i T— - Error messages are returned and
e © e e e e T o i e e o displayed as follows:

e sl » Username and Password are required.

=
" PblComnns s B < * Invalid user name, you may have
- » exceeded the time limit allowed to login
ey for a new user or user name may not
exist.

* Invalid first time user login credentials,

= you are missing, or have provided an
invalid security id. You should have
received a valid security id via an email
confirmation. Please contact the support
desk to help you with this issue.

Contact | St Map | Halo | Ste Bast yiswad.



http://www.azdes.gov/ddd
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Sign -Up as New User

If an external vendor does not have an account in the system they can request one via the Sign-Up New User link. On the
user sign up page, all fields are required. The user id and password must both be at least 8 digits in length and the user
id must be unique in the database. A Human Verification image on the lower right will validate using visual syntax.

Error messages are returned and
g sion of Developmental Disabilities displayed as follows:

;: Home : ; FAL)

* |nvalid Code

Login | Support Request | Forgot Password

“ ;h;e;i?n{u:{::g;ifgnézlj%;ggggu:;;Ef.:f:i;22?;:;";“25;#:::‘;.;11‘2;;:.’.1;:?“;5" » Password must be at least 8 characters.
el e » Password and Re-enter Password do not
* First Name match.

* Lagt Name :

[
: * Invalid Email Address
rmerts | * Area Code is invalid.
Reeer | » User Name must be at least 8
[
|
[

* User Hame: (Min. & chars, Mas, 20 chars)

(Min. & chars, Mau, 15 chars)

Pasaward :
characters.
» All fields are required, please make sure
all information is provided

* Email @

* Address :

* City ¢

* Shate : a

* Zip |

veene: [ [ Sign Up Confirmation:
e termsen [ OFSKAT After the vendor has filled out the required
Adormand rograms | Entryour information to signup as a new user and hits
the “Submit” button the vendor will be sent
an email for confirmation. The email will
Lontact | St Map | Welo | She Sast Wnved, contain a link to the Login page, after

successful login within the timeframe
allowed of 2 hours the Vendor ID be active
and the vendor can then log in at will.



Arizona Department of Economic Security Division Developmental Disabilities

Forgot Password

The Forgot My Password link on the login screen will redirect the Vendor to the Forgot Password screen. On this page
the vendor will be asked to enter the secure id. The secure id is a code-calculated field that contains 32 characters as
follows:

XXXXXXXX=XXXX =X XXX =X XXX =XXXXXXXXXXXX

@i 7 SN iona Department Of Economic Security D Hyperlinks
:: Home :: FAQ) ; ) g
i it S » Login -Redirects the user to the Login
® IS#?#JQZ_I.?#_?WJI??L? sl e e e O Page
your initial signup.
security 10 1 » User Sign-Up -Redirects the user to the
New User Sign-up page

« Support Request -Redirects the user to
the Support Request page

Errors are returned as follows:

* Invalid Security Id, please check to make
sure you provided the correct value. The
Security Id should contain 32 digits with
4 dashes (XXXXXXXX-XXXX-XXXX-XXXX-
XXXXXXXXXXXX).

| Contact | Site Map | Help | Site Best Viewed..
| Copyright 2003 DES Arizona @ Your Service, All Rights Reserved
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Support Request

Should the user encounter problems with issues such as passwords the user my place a Support Request. The User may
either call the FOCUS Help Desk at 602.274.3050 x 227 or fill in all required data fields of the Support Request and press
the Send button to complete the support request.

)epartment Of Economic Security R Hyperlinks

Login | Forgot Password | Signup &s New User hd Logln 'Red|reCtS the User tO the LOgln
If having difficulty retrievi d th bl | fill out th
O el g e I . Poaakaie o o S atarad Haln sl Page
upon submittal or you may contact via phone : 602-274-3050, (*all fields required) . .
e » User Sign-Up -Redirects the user to the
cemails | New User Sign-up page
* Subject : |

» Forgot My Password — redirects the user
to Forgot Password page

* Digscription of
Problem :

Contact | Site Map | Help | Site Best Viewad,,
Copyright 2003 DES Arizona @ Tour Service, All Rights Reserved
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Secure ID Retrieval

Should the user forget their password they may use the Secure ID Retrieval feature.

:: Home :: FAD)

Secured Website

Login | Support Reguest | Signup As Mew User

your initial signup,

&) Toretrieve your current password please enter the Security 1D
confirmation number that was originally sent to you via email upon

Security ID IEC48F\41C—C413-4589—BZDA—BS?

Thanks for your subrnittal This is the current user narme and email address that we
hawe on file for this Security I1d. If this is correct then click "Correct , Send Me My
Password" and your password will be sent to yvou via the email listed, If the email
or user name is incorrect then click "Ma , this isn't my Email or User Mame" and
you will be redirected to a reguest form which you can fill out and send to the
Azsecured support desk instructing them of your problem

User MName : MicheleBrown

Email : mhilll44@sprintpcs.com

Correct , Send Me My Password | |No , This isn't my User Mame Or Email

Contact | Site Map | Help | Site Best Viewed..

Copyright 2002 DES Arizona @ Wour Service, All Rights Reserved

The system will give the user two options at
this screen:

1) The Vendor clicks the “No, this is not my
username or email” button, the Vendor will
be redirected to the Support Request page.

2) The Vendor clicks the “Correct, send me
my password” button, an email will be sent
to the vendor specifying the password for
the secure id (see example below).

This is a confirmation email to let you know
we have received your submission. Please
save this email, it contains your Securityld
which will be needed if you ever forget your
password.

User Name: Ariesprovun

Password: Ariesprovun

Securityld: 87AF2414-027A-4BAD-8E78-
48176C6F7C6B

Please click on the following link to confirm
your Sign Up:

http://ddd-dmz-
web/focusdd/frm_Login.aspx?SecuritylD=87
AF2414-027A-4BAD-8E78-48176C6F7C6B
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Unauthorized Access

If there is a problem authenticating a Vendor (logging in), the vendor will be redirected to the Unauthorized Access

screen.

:: Home :: FADQ

Secured Website

Unauthorized Access

rou have been re directed to this page for anyone of the following reasons:

&) If vou were previously logged into the AZ Secured Site, your session may have
expired, This is scheduled to happen if there is at least 20 minutes of inactivity
fram the user. This is necessary to enfarce a secured and safe experience within
any application of the AZ Secured Site.

ou may have requested access or tried to navigate to an application page within
Ny h ted tried t te licat th
the 82 Secured Site structure that is currently down for maintance.

€) You may have requested access or tried to navigate to an application that you
currently do not have or no longer have parmissions to access.

) We could currently be experiencing technical problems with the AZ Secured Site
and are currently looking into fixing the probler.

€) The AZ Secured Site could currently be down for maintenance, If so you should
have been notified previous to today. We are sorry for any inconveinience this
may have caused you at this time, the systerm should be back up within 24hrs,

If you are still having problems accessing the areas that you are looking for please
contact the AZ Secured Site support desk at: 602.274.3050 or you may send in a
support request here, Sorry for any inconveniences this may have caused.

Thank vou
AZ Secured Site Support

Contact | Site Map | Help | Site Best Wiewad..

Copyright 2003 DES Arizona @ Your Service, All Rights Reserved

You will be redirected to the Unauthorized
Access page when:

* The vendor does not log in the first time
within the time limit

* If the user bookmarks a page that they
do not have access to

» If the vendor session expires (session
state set at 20 minutes)

e If an application is down for
maintenance

When this occurs close the FOCUS login
screen.

Then reconnect to the FOCUS Login screen
and login again.

If this remedy proves unfruitful you can call the
Help Desk or return to the Support Request
page.
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Vendor Main Menu

After the Vendor is authenticated (logged into an account they are considered a “User” of the account) they will see only
the applications where they are assigned to at least one role.

There are two default roles, the Admin and the User roles. The Admin role will have a higher security and functionality
level. The User will have standard access and functionality.

From here the user will have the opportunity to open any of the applications that are listed (provided it is available). If the
vendor is a new user the “Account Drop Down” will be hidden and they will have the option to create a new corporate
account or request access to an existing account.

] : rtment Of Economic Security e vt 11 200 Hyperlinks:

:: Home :: FAQ)

Main Menu Edit My Profile Change Email Change Password Create Mew Vendor Account Regquest Account Access About Account

Main Menu — redirects the user to the main

Trainers Testing

= LOGOUT Account : | CareStafin v

menu

ppdated: 0/22/2005 122345 &1 e ication Glnnal applicatians Edit User Profile— redirects the user to the
Issue Regarding Security &) SERVICE AUTHORIZATIONS CLIEWT SEARCH .

Dats This application is an internet version of the Service Status: Online Edlt USer page

éégﬁ:ﬂfﬂ?‘?zglzggéiﬁj £ Authorization systemn and will be used by vendars, i .

nnnnnnnnnn e status; online YENDOR SEARCH Change Email- redirects the user to the

the PRODUCTION PRE- Status: Online

far all H

e S Change Email page
Status: Online ;

Nl e e Change Password— redirects the user to the

time,

Change Password page

Create New Corporate Account — redirects

the user to the Create New Account page

Request Access to Existing Account —

redirects the user to the Request Account

Access page.

About Account — Provides account
e e information.
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Edit User Profile

The Edit Profile screen will update the external vendor demographic information.

¢ 4 L a L tment Of Economic Security
/! Thursds 17,

Main Menu Edit My Profile Change Email Change Password Create New Wendor Account Reguest Account Access About Account

| Trainers Testing i 1
| == LOGoOUT Account @ | CareStaf0n v |

Edit User Profile

Updated: 9/22/2005 12:23:45 4| To change your information, make sure all info is filled out and complete. Click "Save" to
P update your changes,

Issue Regarding Security

Data User Id: Training Select your default account :
/¢ === ATTENTION! ===/, "
Beginnin g 9/22/2005 this Email: ggl;ﬁmep?n:é@”azdes.guv
& A = q
nnnnnnnnnn t will ba considarad * Carestaf00
First Name: [Trainers
| STAGING area for all security o
data entered i ‘Admin Tools ¥ Last Name: [fosting SunriseTSS
Miscellaneous o
ress:
| Mo miscellansaus info at this p22SiNGeEntnal el a ]
Jrid City: phoenix
statei | aRIZons B

Zip: 85012
Phone: 602 - [zra - [30s0

Save

| Contact | Site Map | Help | Site Best Viewed,,
| Copyright 2003 DES Arizona @ Tour Service, All Rights Reserved

Hyperlinks:

Main Menu — redirects the user to the main
menu

Edit User Profile— redirects the user to the
Edit User page

Change Email- redirects the user to the
Change Email page

Change Password- redirects the user to the
Change Password page

Create New Corporate Account — redirects
the user to the Create New Account page
Request Access to Existing Account —
redirects the user to the Request Account
Access page.

About Account — Provides account
information.

The following fields are available for
update:

* First Name

» Last Name

e Address

 City

« State

e Zip

 Phone

e Default account

e All the fields are required
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Change Email

A vendor may change their email address by clicking the Change Email link.

In order to update the following validation rule must be passed:

* Email must be valid in form: xxxxxx@yyyyyy.com

« New Email and Re-Enter New Email must be identical

After validation, the Email address will be updated and an email will be sent to the vendor with a link back to the page.

When the page opens, the vendor will receive a confirmation message.

ment Of Economic Security

=8
o
i
=
ra
il

Home :: FA[)

Main Menu Edit My Profile Change Email Change Password Creste New Vendor Account Reguest Account Access About Account

Trainers Testing T - -
== LOGOUT Account ; ;_Car’eStanU %

change Email

“Pdah!d 9/22/2005 12:23:45 A| To change your erail fill out the information below, After submitting your new email address
an email confirmation will be sent to the new email address, When you receive the email you
Issue Regarding Security must click on the link attatched to confirm the new address. Until this happens your ald email
Data will remain active,
/,f === ATTENTION! ===/}
9

Current Emnail: AThormpson@azdes .gov

Mew Email ¢

= Re-Enter New ’7
‘Adrnin Tools". ¥ Email :
Miscellaneous
Mo miscellansous info at this
time,

Contact | Site Map | Help | Site Best Viewed.. ‘
Copyright 2003 DES Arizona @ Your Service, All Riohts Reserved |

Hyperlinks:

Main Menu — redirects the user to the main
menu

Edit User Profile— redirects the user to the
Edit User page

Change Email- redirects the user to the
Change Email page

Change Password- redirects the user to the
Change Password page

Create New Corporate Account — redirects
the user to the Create New Account page
Request Access to Existing Account —
redirects the user to the Request Account
Access page.

About Account — Provides account
information.



mailto:xxxxxx@yyyyyy.com
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Change Password

The Change Password screen will update the vendor password. In order to update the following validation rule must be

passed:

* Old Password as entered much match existing password
* New Password and Re-Enter New Password must be identical

* New Password and Re-Enter New Password must be a minimum of 8 characters

After validation, the following message will be displayed:

*  “Your password has been changed successfully.”

lepartment Of Economic Security

= P 3 Thursday, November 17, 2005
:: Home :: FAQ)

Main Menu Edit My Profile Change Email Change Password Create Mew Wendor Account Reguest Account Access About Account

Trainers Testing Al ]
-x LOGOUT Account : | CareStafln & |

Updated: 9/22/2005 12:23:45 A To change your password fill out the information below. You will receive a confirmation email
PM confirming a successful change.,
Issue Regarding Security

Dt Old Password :
/# === ATTENTIONI === //
Beginning 9/22/2005 this X —
nnnnnnnnnn will b considerad New.Password
the PRODUCTION PRE-
STAGING area for all security Re-Enter New
data entered in "Admin Tools", ¥ Fassward
Miscellaneous
Submit
No miscellaneous info at this

time.

Contact | Site Map | Help | Site Best Viewed..
Copyright 2003 DES Arizona

@ vour Service, All Rights Reserved

Hyperlinks:

Main Menu — redirects the user to the main
menu

Edit User Profile— redirects the user to the
Edit User page

Change Email- redirects the user to the
Change Email page

Change Password- redirects the user to the
Change Password page

Create New Corporate Account — redirects
the user to the Create New Account page
Request Access to Existing Account —
redirects the user to the Request Account
Access page.

About Account — Provides account
information.
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Create New Account

When the vendor wants to create a new account, they must click the Create New Vendor Account link. This will open the
Create New Vendor Account screens. To create a new account the vendor will need to enter the Tax ID of the vendor for
which they wish to create the account for. It is necessary for the Division to cross check the Tax ID number with the list of
approved vendors you will be asked to start a contract with the State as a qualified vendor. When the Tax Id is entered
and the submit button clicked, the Tax Id will be validated against the vendor database.

If no Tax id is entered the following error is displayed:
* Please provide a Tax Id number to begin.

If the tax id does not exist in vendor database the following error is displayed:
» Sorry, we couldn't find a corresponding vendor for the ID you provided. Either check your number and try again or
you may begin the contract process by clicking the “here” link to begin the process to become a qualified vendor.

ment Of Economic Security

g b el
= | 3 Thursc ember 17, 2005
1 Home :: FAQ)
Main Menu Edit My Profile Change Email Change Password Create New Wendor Account Reguest Account Access About Account
Trainers Testing ]
-x LOGOUT Account @ | CareStaf0o ~|
“Pﬂa‘ﬁd 9/22/2005 12:23:45 A To create 3 new account you will need to enter the Tax ID of the vendor that you wish to
create the account for, It is necessary for us to cross check the Tax ID number with our list of
Issue Regarding Security approved vendors in order to ensure authenticity. If we do naot have your Tax ID on record
Data you will be asked to start a contract with the State as a qualified vendor, If you know that
/ === ATTENTIONI === / your Tax ID nurnber is not on file you beqgin the contract process here, If you know that we
Beginning 9/22/2005 thiz have you registered as a vaild vendor then enter your Tax 1D below and click "Subrmit",
nnnnnnnnnnnnnnnnnnnnnnn
the PRDDUCTIUN PRE- Tax ID or 55N # ¢ | Submit

STAGING area for all secu
data entered in "Admir\ TDO\S"‘ i

Miscellaneous

Mo miscellaneous info at this
time.

| Contact | Site Map | Help | Site Best Viewad.,
| Copyright 2003 DES Avizona @ Tour Sewice, All Rights Resarved

Hyperlinks:

Main Menu — redirects the user to the main
menu

Edit User Profile— redirects the user to the
Edit User page

Change Email- redirects the user to the
Change Email page

Change Password- redirects the user to the
Change Password page

Create New Corporate Account — redirects
the user to the Create New Account page
Request Access to Existing Account —
redirects the user to the Request Account
Access page.

About Account — Provides account
information.
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Request Access to New Account

When the vendor wants to join an account, the Account Administrator must petition for access rights, by clicking the
Request Access to New Account menu item on the user menu. This will open the “Search Existing Accounts” screens. In
the center of the screen is a text box to collect the search criteria for the Account Name to be searched (the name of the
account you wish to access). The Search criteria entered must match the account name (no misspellings or
abbreviations). After clicking the Search button, the criterion entered is compared to the vender database by account
name. Once the search is completed you must type a reason for the needed access. Based upon the need for access

the account Admin will grant or deny access.

Main Menu — redirects the user to the main

:: Home :: FALQ) Hyperlinks:
Main Menu Edit User Profile Change Email Change Password Create New Corporate Account

Jody

8/2/2004 Account : |Central AZ Therapy v | menu

Request Access To Existing Account

Updated: 7/15/2004 3:04:20 pM T Request access to an existing account search for the account by name and then
select the name. You will then be prompted to enter a request reason/description which
will be forwarded to the account admin, Once the request has been either granted or
denied you will receive an email detailing you account request status

This is the announcement title.

This is a system wide
announcement letting users know
that an application will be going
down for service thiz weekend.

Account Name: Itungland Searc]

Request Access To EXisting Account

Updated: 7/15/2004 9:12:18 AM |To Request access to an existing account search for the account by name and then
This is the announcement tile.  [select the name. You will then be prompted to enter a request reason/description which
When asked how she'd calabrate il be forwarded to the account admin. Once the request has been either granted or
the rest of the day. "I'm going to ldenied you will receive an email detailing you account request status

sleep the day away, I'm going to |Account Name: [tungland Search

sit outside in the sunshine,”

Hargitay, who plans to wed in

Augus, oldthe A0 ¢ 2 i e —
couple of months for me." "It's .

such a tribute to my show, My ©) Tunaland Tungland

show is so good. I feel so
blessed to play such a strong
character," said the actress. The
nomineeas for bast actorin 2
cornedy are Larry David ("Curb
Your Enthusiasm"), Kelsey
Grarmmer ("Frasier"), Matt
LeBlanc ("Friends"), John Ritter
("8 Simple Rules") and Tony
Shalhoub ("Monk"), The ;I

nominees for best actress in a
Request

comedy are Jane Kaczmarek

&] Done

Created By: Karen Chatfield
Date: 05/22/04

Email: mhilll4d@sprintpes. com ;I
Phone: (602) 318-7392

This is tungland's test account,
represents any users who want to do
business under the Tungland name.

Please enter a request below which will be
sent to the account admin for review

Edit User Profile— redirects the user to the
Edit User page

Change Email- redirects the user to the
Change Email page

Change Password- redirects the user to the
Change Password page

Create New Corporate Account — redirects
the user to the Create New Account page
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Administrator Role

If a vendor is an Admin of the account then they will see all applications that the account has access to as well as a “Sign-
up List” of applications that are available. This list contains any applications that the account currently cannot access but
are available for sign up. If an Admin chooses to sign up for an application they must click on the name and follow the
steps provided in the application’s signup sheet. If an Admin has not been assigned to a role for an application that is
displayed then they will not be able to open it until they are assigned to at least one role. Admin will also have access to
Admin Tools, which will allow them to administer roles and any user that has access to their account.

:: Home :: FAD)

Main Menu Edit User Profile Change Email Change Password Create Mew Corporate &ccount

Updated: 7/15/2004 3:04:29 PM
This is the announcement tite.

This is a system wide
announcerment letking users know
that an application will be going
down far service this weskend,

Updated: 7/15/2004 9:12:18 AM
This is the announcement title.

When asked how she'd celebrate
the rest of the day, "I'mn going to
sleep the day away, I'rn going to
sit outside in the sunshine"
Hargitay, who plans to wed in
August, told the AP: "It's a big
couple of months for me," "It's
such a tribute to iy show, My
show iz so good, I feel so
blessed to play such a strong
character," said the actress, The
nominees for bast ackar in a
cormedy are Larey Dawvid ["Curb
“four Enthusiasm"), Kelsey
Grarnrner ["Frazier"), Matt
LeBlanc ("Friends"), John Ritter
["& Simple Rules"] and Tany
Shalhoub ("Monk") The
nominees for best ackress in a
cornedy are Jane Kaczrnarek
("Malcalm in the Middle"),
Jennifer Aniston ["Friends"],

DAVID ) Reguest Access To Existing Account
8/3/2004 Account |MIS Internal Account =1
Tour Account is currently locked, (Put rouse here for more infol

Current :
These are the current applications that vou have access to under this account,

&) admin Tools
Allows the modification of user roles for current applications.

]

’_ ’_ l_ | Internet

a B

Hyperlinks:

Main Menu — redirects the user to the main
menu

Edit User Profile— redirects the user to the
Edit User page

Change Email- redirects the user to the
Change Email page

Change Password- redirects the user to the
Change Password page

Create New Corporate Account — redirects
the user to the Create New Account page

Admin Tools:

Account Home

Edit Roles

Edit Users

Copy User

Account Users

Deny Access Request
User Detail

Terminate Access

N>R LN~

All other functions of the menu shall be
identical to the User Menu.
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Account Home

This screen is the starting point for all Administrative duties. From here, the vendor may navigate to any area within the

Admin Tools system.

:: Home :: FAQ)
Admin Tools Logged in as: Karen Chatfield | Account: Tungland logout
Applications {1} Requests (1)

&) USER TOOLS
This systern is the starting point at which all users who have
signed up to access DDDSecured accounts will begin, All valid
users can access this area by default
Current Status: Online

Roles Users(z)

Search On: |Last Mame =

Search For: |

Copy User

(Use "%" far wild card "Search Far")

(] , Jody
Requested: /372004
Phone: 6023187391
Ernail: mhilll44@sprintpes, com
TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST
TEST TEST TEST TEST TEST TEST w
Grant Access Deny Access

Request Queue

Applications

This section displays a list of all the
applications the current account has been
approved to use such as the Service
Authorizations application.

Users

This section allows the vendor to search for
specific users who currently have access to
the account and the ability to edit roles or
users. The user can search on first or last
name. Also the “Copy User” function is
provided here which allows a single user’s
role to be copied or “inherited” by other
users.

This section displays a list of all the users who wish to gain access to this account. The vendor may deny or grant access
to any user. If access is denied then the vendor is prompted to provide reason for the denial and the applicant will be
notified via email. Additionally all other Administrators of this account will also be automatically notified.

Logout

If the logout link is clicked the application window will close.
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Edit Roles

If the Admin user has access to the Role Edit function for application Administration, then they will able to Edit Roles for
the application. This screen displays all the roles that an application currently has. From here the user will be able to edit,
add, or delete roles from the application.

1+ Home :: FAQ)

Admin Tools Home Users Logged in as: DAVID | Account: MIS Internal Account logout Change View
USER TOOLS | Roles vie | Total Users: 2 The Admin has the ability to show/hide the
__Chan 2 View rin ser = . . .
R e ) etz roles for the application. In this screen there

runctions = = are two roles: Admin and User, with
[T administer Account Requests W~ - funCtIOI’]S aSS|gned to both
r Change Password [l =
r Crfaate N.ew .Ac:count r F Functions List
[ Eot spplioston pemberoles " - All Functions for the Application and Roles
I e ppliction Reles - " specified are listed here
" Edit Profile = 2 P
r Request New Application = r
[T Submit Account Access Request [l = Add _New ROIe . i

- Admins can define their own roles here.

2
q
I_I;

P ——— They will fill out the name and description of
mame:| ] Description: the role and click Add New Role. Their new
role will display, they will then select the
functions that the new role will have.

One must click “Save” to save changes.

Contact | Site Map | Help | Site Best Viewed.. | ROIGS that are deﬁned by users can L:)e
Copyright 2003 DES Arizona @ Your Service, All Rights Rezerved | deleted When there are no users aSSIQned to
it. Default roles will be in bold and cannot

be deleted.

Hyperlinks

e Home — Returns to Vendor Main Menu
e Users - Returns to Users view
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Edit Users

If the Admin user has access to the User Edit function for application Administration, then they will able to Edit User

(specify what a user can do) for the application.

This screen displays all the users that have access to the account and has 3 filter modes.

1). All users
2). Users that can currently access the app.

3). Users that cannot access the app. (This means they are not currently assigned to a role). The default is All Users.

g:HomebAQ |
| Account: MIS Internal Account logout

Admin Tools Home Roles
USER TOOLS | Users Yiew | Total Users: 2

Logged in as: DAVID

Search On:l Users Of This App 'I ILast Mame v" Results: 2
¥ admin W User
u Adrnin (13 User (2%
sSers r r
r DAYID 2 3
r DENNIS r 72
4 | ol

¥ Send courtesy email to users of changes during 'Save', Cancel || save |

Contact | Site Map | Help | Site Best Wiewed.. |
Copyright 2003 DES Arizona @ “our Service, All Rights Reserved |

Hyperlinks

e Home — Returns to Vendor Main
Menu

* Roles - Returns to Roles view

Search Users

This will allow a search for users (based on
the filter mode) that can either be assigned to
a role (or roles) or change the roles for an
existing user (or users).

Anytime a role has been either added or
revoked from a user, that user will get an
email notification notifying them of the
change.



Arizona Department of Economic Security Division Developmental Disabilities

Copy Users

This screen will serve as a copying function, which will allow multiple user roles to be setup to look exactly like another
user’s (or “Target User”) role. This allows one user (or multiple) to inherit the same roles as another user.

v eome kAL .|
Admin Tools Home Users Logged in as: DAVID Account: MIS Internal Account logout Target User
Copy Users

Tao copy a user’'s access roles, select the radio button left of the user’s name wham you wish ta copy. This will be the "Target User™, ThIS user IS SeleCted by ClleIng On the radlo

Then select the checkboxes on the right side of the user’s names whom you wizh to inherit the roles of the Target User, Mote: If a

’
user that vou specify as an inherited uzer has access to applications that the target user doesn't have, that user will lose access to button to the Ieft Of the user S name, thus
those applications in order to properly inherit the same permissions as the target user, ou may go in and add any lost access to « . . . « »
locking” them in as the “Target” user.

applications later if you still need thern to have access to applications that the target user currently does not have,

Select Target User Select Inherited Users
‘ — " An automnatic notification will be sent to the Inherited User
[ DEMMIS - Flosfgsou\u\:;s::ave inherited the target user's roles Select the Checkbox to the rlght of the name
to select the user to inherit the target user’s

roles. A “Processing Copy User” message
will display during the coping process after
which a successful completion the following
message is displayed “Users have been
copied successfully!” Any roles previously
possessed by the “inherited user” not
possessed by the “target user” will be
removed from the “inherited user”.

Hyperlinks

Contact | Site Map | Help | Site Best Viewed.. |
Copyright 2003 DES Arizona @ Your Service, All Rights Reserved |

e Home — Returns to Vendor Main
Menu

 Users - Returns to Users view
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Terminate Access

One must click the red [X] to terminate a user; additionally the Admin must enter a reason to terminate the user.
If no reason for termination is provided the following error will display:

» Please provide a denial explanation

A message will be sent via email to the user requesting the account access and any other Administrators.

z : Department Of Economic Security Hyperlinks

R L LB - Tuesday, August 03, 2004
;; Home :: FAQD) H
Admin Tools Home Copylser Logged in as: Karen | Account: Tungland logout L4 Home —_ Returns tO Vendor Maln
Account Users Yiew | Total Users: 2 Menu
Search On; | Al Users =] [Last Name =] Search | Results: 2

e *  CopyUser - Returns to CopyUser
%1 Karen Member Since: 5/22/2004 Terminate: Debra V|eW
- Please provide an explanation as to why you
[x1 Digbra Member Since: 5/22/2004 have decided to terminate access for this user,

This will be forwarded to the user and any other
admins via email for courtesy notification

H

[ cancel ][ Terminate |
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Authorizations - Main

Menu

The Authorizations Main Menu allows the vendor to navigate the authorization screens. All numbers following the
hyperlinks indicate the number of responses and have a mouse over description.

artment Of Economic Security

Bill Johnson|Account: Tungland|Close

Authorizations - Main Menu

Main Menu Service Notifications Pending Authorizations Decined Requests  Acknowledge Authorizations — Final Authorizations

) Pending Authorizations 5 )
View notifications pending consumer's acceptance.,

&) Dedined Requests
View requests declined by either consumer or vendar,

€ Acknowledge Autharizations {4,

number of new autharizations and the takal number of

€) Final Authorizations
View details of final Authorizations,

€ ervice Wotification W1
ViewRespoharrreririnansewered consumer natifications. The numbers next to the link indicate the number of

emergency requests and the total number of requests {including emergency) respectively,

Mew or Modified autharizations awa MDF‘ lacknowledgement. The numbers next to the link indicate the tatal

modifed authorizations respectively,

Contact | Site Map | Help | Site Best Viewed.,

Copyright 2003 DES Arizona @ our Service, All Rights Reserved

Hyperlinks

Service Notifications — Directs the
vendor to the Service Notifications
screen, where the vendor can view
new requests for service. The
numbers next to the link indicates
the number of emergencies and the
total number of requests
respectively (Emergency, Total).
Pending Authorizations — Directs
the vendor to the Pending
Authorization screen. The number
next to the link indicates the number
of new pending authorizations. A
pending authorization is a service
request a vendor has accepted and
is now waiting for the consumer to
accept or decline.

+ Declined Requests — Directs the vendor to the Declined Authorization screen. When either the vendor or the

consumer declines a request, the number next to the link indicates the number of declined authorizations.
» Acknowledge Authorizations — Directs the vendor to the Acknowledge Authorizations screen, where the user

acknowledges new or modified authorizations. The numbers next to the link indicate the total number of new
authorizations and the total number of modified authorizations (New, Modified), respectively.
» Final Authorizations — Directs the vendor to the Final Authorization screen. The number next to the link indicates

the number of new final authorizations. A final authorization is required for the vendor to provide services and
receive payment for those services.
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Service Notifications

The Service Notifications screen is accessed through the Service Notifications hyperlink on the Authorizations Main Menu.
This screen allows the vendor to view consumers’ request for services. The vendor may click on the View Details
hyperlink to learn more about the service request. From the details screen the vendor may accept or reject the request for
service. All columns can be sorted; the default sort is by notification date.

sion of Developmental Disabilities Hyperlinks

Bill Johnson|Account; Tungland|Clos

Authorizations - Service Notifications L VieW Details - DireCtS the Vendor tO the

Main Menu Service Notifications Pending Authorizations  Declined Requesks  Acknowlede authorizations  Final Authorizations . T . .
Service Notification Details screen.
[3] 52!:‘\:32!5 the list of notifications requests awaiting your response. To send a response ko the consumer or ta view the details of the request,please click on the view ° Service Notifications _ DireCtS the Vendor
. ‘ to the Service Notifications screen.
view Detalls | ves no o oo deron s 06 jovsone | Loeses | to  Pending Authorizations — Directs the
Wiew Details Ves Ll 09/02/2004 10/01/2004 10/01/2005 20 . . .
view Dotails  ves M 08/03/2004 10/01/2004  10/01/2005 30 vendor to the Pendlng Authorization
Wiew Details es M 5 09/04,/2004 10/01/2004 10/01/2005 40
wiew Details  Yes i 40-85 kLM 09/05/2004 10/01/2004 10/01/2008 50 screen.
Wiew Details Mo E: b-12 MO 09/06/2004 10/01/2004 10/01/2005 60 . .
iew Details o - _
Ul btets b F e e S /o R Ty A R * Declined Requests — Directs the vendor to
iew Details o 22-40
Ulubatat 1716 Pz T e A A A the Declined Authorization screen.

» Acknowledge Authorizations — Directs the
vendor to the Acknowledge Authorizations
screen.

= i (el _ » Final Authorizations — Directs the vendor

to the Final Authorization screen.

Content

+ Service Code — All service codes have a
mouse over description.
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Service Notification Details

The Service Notification Details screen is accessed through the View Details hyperlink on the Service Notifications
screen. This screen provides detailed information about the consumer requesting service, while maintaining consumer
anonymity. The vendor receives the service requested, request dates, requested schedule, units requested and notes
and special needs if provided. The vendor may accept or decline the request.

Authorizations - Service Notification Details Hyperlinks
Main Menu Service Motifications Pending Authorizations Declined Requests Acknowledge Authorizations Final suthorizations
&) Please review the detailed notification received from the consumer, &) send response to the consumer's request, . . . .
Emergency : No o » Service Notifications — Directs the vendor
Age R . 56.55 Gender : F (¥ "ves, I can provide this service N . .
ge Range : 36- ender : . to the Service Notifications screen.
City: Area: - ™ Mo, I can't provide this service
Placement Code : Residence Code : » Pending Authorizations — Directs the
Service Requested : 55150 Units Requested : 1.00 - . . . .
Service Dates : 10/05/2005 - 10/05/2005 Authorize at Yendor Level vendor to the Pending Authorization
Notes : Select all applicable offices/sites:
Suppm.'t Co- ANDREA I"‘IFﬁr ] Address Screen )
Ordinator: 3751403 - _taf o 525L North 16t et * Declined Requests — Directs the vendor
- Phoenix #120 Phoenix AZ 55202 1 1 1
concial naade, | TOENIM, A2 - 85023 — CoraStafaf 2980 , Compbell ive, to the Declined Authorization screen.
Roquest Tucson #160 Tueson A2 85719 » Acknowledge Authorizations — Directs
Details : B Motes @ (Max 1500 characters)
the vendor to the Acknowledge
Authorizations screen.
» Final Authorizations — Directs the vendor
to the Final Authorization screen.
Return | | Submit
Commands

» Cancel & Return — Returns to the Service Notification screen without saving data.

e Submit — Submits the vendor’s response to the consumer. This removes the request from the Service Notification
screen, adding it to the Pending Authorizations screen if accepted or the Declined Requests screen if the vendor
does not accept.
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Service Notification Details Continued

Content
* Notification Date — Is the date the request was sent by the consumer.
» Area- contains the location criteria entered by the user if the user searched by location from the Vendor Selection
screen.
* The Vendor selects a yes or no response to indicate whether or not they are willing to provide the service as
indicated.
» Reason — Appears only if the vendor is not going to provide the service(s). Provides a list of denial reasons.
» Sites - Allows the vendor to select all or specific sites that can provide the requested service.
* The notes field may contain up to 2000 characters.
Business Rules
» All service codes have a mouse over description for further information.

» If the service requested is site related, the authorization must specify a site. Otherwise the authorization may be
authorized at the office or vendor level.
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Pending Authorizations

The Pending Authorization screen is accessed through the Pending Authorizations hyperlink on the Authorizations Main

Menu. This screen allows the vendor to view authorizations they have accepted which are awaiting consumer approval.
If the consumer accepts, the consumer’s data appears in the final authorization list. If the consumer declines the vendor,

the request appears in the declined request list.

ment Of Economic Security

Bill Johnson|Account: Tunaland|Close

Authorizations - Pending Authorizations
Main Menu Service Requests Pending duthorizations Declined Requests Final Authorizations

&) Following s the list of pending autharizations, which are awaiting consumer's respanse. If the consumer accepts, then the correspanding request will appear in the Final autharizations list.
If the consumer declines, then the corresponding request will appear in the declined requests list,

1
Service Stark Date | Service End Date  |Units Required
View Details  09/03/2004 M 0/01/2004 10/01/2005 10
View Details 09/02/2004 Yes M 55+ ABC 09/02/2004 10/01/2004 10/01/2005 edi]
View Details 09/03/2004 fes M 36 GHI 09/03/2004 10/01/2004 10/01/2005 a0
View Details 09/04,/2004 fes L] 0-3 DEF 097042004 10/01/2004 10/01/2005 40
View Details 09,/05/2004 Yes M 40-55 KLM 09/05/2004 10/01/2004 10/01/2005 S0
View Details 09/06,/2004 Mo F 6-12 MMD 09/06/2004 10/01/2004 10/01/z005 &0
View Details 09/07/2004 Ma F 22-40 FOQR 09/07/2004 10/01/2004 10/01/2005 70
View Details  09/08/2004 Mo F 12-18 X2 09/08/2004 10/01/2004 10/01/2005 &0
View Details 09/0%9,/2004 Mo F 22-40 1K 09/09/2004 10/01/2004 10/01/2005 a0
View Details  09/10/2004 Mo i 1g-22 TUY 09/10/2004 10/01/2004 10/01/2005 100

Contact | Site Map | Help | Site Best Viewad., \
Copyright 2003 DES Arizona @ Your Service, All Rights Reserved ‘

Hyperlinks

» Service Notifications — Directs the vendor
to the Service Notifications screen.

* Pending Authorizations — Directs the
vendor to the Pending Authorization
screen.

» Declined Requests — Directs the vendor
to the Declined Authorization screen.

* Acknowledge Authorizations — Directs
the vendor to the Acknowledge
Authorizations screen.

* Final Authorizations — Directs the vendor
to the Final Authorization screen.

* View Details — Allows the vendor to view
more details about the service request,
including specific sub-services, notes,
special needs etc. Directs the vendor to
the Pending Authorization Details
screen.

Content

Service Code — All service codes have a

mouse over description
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Pending Authorization Details

The Pending Authorization Details screen is accessed through the View Details hyperlink on the Pending Authorizations
screen. This screen allows the vendor to view more details about the service request that is pending consumer

authorization. Details include service requested, delivery method, units requested, notes, special needs, any requested
sub-services, and the response the vendor sent to the consumer.

ment Of Economic Security

Main Menu Service Motifications Pending Authorizations Declined Requests Acknowledge Authorizations Final Authorizations

&) Following are the details of the pending authorization,
Emergency : No
Age Range : 2-5
City:

Gender: F

Area: -

Placement Code : Residence Code :
Service Requested : 5150 Units Requested : 1.00
Service Dates ; 10/24/2005 - 11/24/2005

Notes : Client uses a wheelchair and needs ssistance with

transfers

ANDREA

() 375 - 1403

11225 N 28TH DR #C207

PHOEMNIX, AZ - 85029

Special Needs : AUGMENTATIVE COMMUMICATION DEVICE
MOBILITY GAIT TRAINING

Support Co-
ordinator

Request
Details :

) Following are the details of the response that
you sent to the consumer.
Date : 11/01/2005
Notes :

List of Offices fSites Offered by ¥endor :

CareStaf of Tueson

Trainers Testing

Account; CareStafll | Close

| Contact | Site Map | Help | Site Best Viewad.,

| Copyright 2002 DES Arizonz @ Your Serui

Content

* Notification Date — Is the date the request was sent by the consumer.

Business Rules

e, All Rights Ressrusd

Hyperlinks

» Service Notifications — Directs the vendor
to the Service Notifications screen.

» Pending Authorizations — Directs the
vendor to the Pending Authorization
screen.

» Declined Requests — Directs the vendor
to the Declined Authorization screen.

* Acknowledge Authorizations — Directs
the vendor to the Acknowledge
Authorizations screen.

» Final Authorizations — Directs the vendor
to the Final Authorization screen.

Commands
* Return — Returns to the Pending
Authorization screen.

» All service codes have a mouse over description for further information.
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Declined Requests

The Declined Request screen is accessed through the Declined Requests hyperlink on the Authorizations Main Menu.
This screen allows the vendor to view service requests that were declined. The vendor can filter the declined requests by
selecting “vendor” or “consumer” in the Requests Declined By selection box or by selecting a declined “reason” in the
Reason selection box, then pressing the Filter Results button. All columns may be sorted by clicking on the column

heading; the default sort is by decline date.

i T -{‘
=N ' ; rila s
Bill Johnson|Account; Tungland|Close

Authorizations - Declined Requests

Main Menu Service Notifications Pending Authorizations Declined Requests  Acknowledge Autharizations  Final Authorizations

) Vou can filter the results based on the person wha declined the request and the reason, To view the details of the request, please click on the 'view Details' ink,

Requests Declined By © | Cansumer v’ Reason ! Reason % Filter Results

1 Wendor
[ [DedineDate Age Rangz _[service Cods

vice okification Date

Wiew Details  09/03/2004 Yes M 03 Hap | Sample description 10/01/2005

Wiew Details  09/02/2004 Yes M 55+ BBC 09/02/2004 10/01/2004 10/01/2005 20
Wiew Details 0970372004 Yes M 36 GHI 09/03/2004 10/01/2004 10/01/2005 a0
Wiew Details  09/04/2004 Yes M 03 DEF 09/04/2004 10/01/2004 10/01/2005 40
wiew Details  09/05/2004 Yes M 4055 KLM 09/05/2004 10/01/2004 10/01/2005 50
Wiew Details  09/05/2004 Mo F 612 MNO 09/06/2004 10/01/2004 10/01/2005 &0
wiew Details ~ 09/07/2004 Mo F 2240 FOR 09/07/2004 10/01/2004 10/01/2005 70
Wiew Details  09/08/2004 Mo F 12-18 %z 09/08/2004 10/01/2004 10/01/2005 &0
Wiew Details  09/09/2004 Mo F 2240 K 09/09/2004 10/01/2004 10/01/2005 Eli
Wiew Details  09/10/2004 No F 1822 TUW 09/10/2004 10/01/2004 10/01/2005 100

Contact | Site Map | Help | Site Bast Viewed., ‘
Copyright 2003 DES Arizona @ Your Service, All Rights Resarved |

Hyperlinks

Service Notifications — Directs the vendor
to the Service Notifications screen.
Pending Authorizations — Directs the
vendor to the Pending Authorization
screen.

Declined Requests — Directs the vendor
to the Declined Authorization screen.
Acknowledge Authorizations — Directs
the vendor to the Acknowledge
Authorizations screen.

Final Authorizations — Directs the vendor
to the Final Authorization screen.

View Details — Allows the vendor to view
details about the declined request.
Directs the vendor to the Decline
Request Details screen
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Declined Requests Continued

Commands

» Filter Results — Allows the vendor to filter the declined requests according to the selected criteria in the Request
declined by or the Reason selection box (es).

Content

* Request Declined By — Allows the vendor to select the declined authorizations they would like to view:
authorizations declined by the consumer or themselves.

» Reason — Allows the vendor to sort the declined requests by declined reason.

» Service Code — All service codes have a mouse over description.

Business Rules
* Declined requests are visible in this screen for six months after the declined date.
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Declined Request Details

The Declined Request Details screen is accessed through the Authorizations Main Menu. It provides details about the
declined service request. Details include the original request data, who declined the request, when the request was
declined, the reason the request was declined and any notes provided.

el ‘ 1a Department Of Economic Security Hyperhnks
1 Home :: FAQ

Trainers Testing | Account: CareStaf0l | Close
Authorizations - Declined Request Details
Main Menu Service Notifications Pending Authorizations Declined Requests Acknowledge Authorizations Final Authorizations

» Service Natifications — Directs the vendor

Qloloev:i:‘j"a:: :hrjudetawls of the declined request, g:::?ed By : SDD/”DSE‘J;‘;D”S to the Service Notifications Screen.
e il + Pending Authorizations — Directs the
Placement Code : Residence Code : . . .
seivice §Z§:§ftf$o:§§§§§. 10/wzuor;ists Requested : 1.00 vendor to the Pendlng Authorization
Notification Date: 09/01/2004 screen.

Notes : . .

peckilflonics o » Declined Requests — Directs the vendor
eraneert L e on acaor to the Declined Authorization screen.
Request Details : - * Acknowledge Authorizations — Directs

the vendor to the Acknowledge
Authorizations screen.

* Final Authorizations — Directs the vendor
to the Final Authorization screen.

Commands
e Return — Returns to the Declined
Request screen.

Contact | Site Map | Help | Site Best Viewed.. |
Copyright 2003 DES Arizena @ Your Service, All Rights Reserved |

Business Rules

¢ All service codes have a mouse over
description for further information.
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Acknowledge Authorization

The Acknowledge Authorization screen is accessed through the Acknowledge Authorization hyperlink on the vendor’s

Authorizations - Main Menu. The first data grid, the New Authorizations data grid, allows the vendor to acknowledge all

new authorizations. The second data grid, the Modified Authorization data gird, allows the vendor to acknowledge all
current authorizations that have been modified.

Hyperlinks
_ Bill Johnson|Accoun ungland|Clase . . . .
iarﬂds Declined Requests  Acknowledne Authorizations  Final Authorizations ¢ SerVIce No:tlflcatlolr]ls _lDIreCtS the Vendor
(5] Following are Mew Authorizations' that need your acknowledgement, Please click on the 'Consumer Name' link to view the details of the Authorization, to the SerV|Ce NOt|f|Cat|0nS Screen.
T . T : - » Pending Authorizations — Directs the
i o2 : e — vendor to the Pending Authorization
:E T vor FSZEE';Z R & screen.
onsumer Mame [} Reqular icel? - Sike . .
O Codmerim o o Reodr  Ofm-mem 60 + Declined Requests — Directs the vendor
onsumer Name o egular icelZ - Site: . . .
[ i NS Y e e Offein e o0 to the Declined Authorization screen.
[T Consumner Name 1k Mo Bypass Officel2 - Sikel23 20 . . .
T Consumermeme 7w ves Bpess  Offiela-stenl 100 » Acknowledge Authorizations — Directs
= the vendor to the Acknowledge
@ Following are the autharizations which were modified by the consumer and are awaiting your acknowledgement, Please dick on the "Consumer Mame' link to view the details, Autho rizati O n S SCree n
" .
Congumer Name || M43 oesmpn e h  Final Authorizations — Directs the vendor
e o T T T . to the Final Authorization screen.
T consumer Name DEF Yes Regular Chsed Office13 - Site321 40 40
[T cConsumer Name KLM No Regular  Open Officel2 - Site123 50 &0 . Consumer Name - A"OWS the VendOI’ tO
T consumer Name MM Yes Regular  Open Office13 - Site321 B0 &l N " N .
T consumer Name POR Mo Regular  Claosed Office12 - Sike123 70 70 VIeW detalled Informatlon about the
[T cConsumer Name HYZ Yes Bypass  Closed Officel3 - Site321 an &0 . . . .
[ Consumertiome 1k He Bsi open  offeelz-sieiz o0 2z authorization. The hyperlinks in the New
onsurmer Name ‘Yes Bypass Open Officel3 - Site321 100 100 . . d .
Authorization data grid direct the vendor
T | to the Finalized Authorization Details
Copyright 200% DES Arizana @ Your Service, All Rights Ressrued | Screen The hyperllnks |n the MOdIerd
Commands ;Au:r:\orll\iag.c;_nsa ?t?hgrl_d dtl_recEth;a .\I/endor
« Acknowledge — All selected authorizations are removed from the 0 the Moditiea Authorization Detal
Acknowledge Authorization screen and placed in the Finalized screen.

Authorization screen.
» Service Code — All service codes have a mouse over description
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Modified Authorization Details

The Modified Authorization Details screen is accessed through the Consumer Name hyperlink in the Modified

Authorizations data grid on the Acknowledge Authorizations screen. This screen allows the vendor to view detailed
modified authorization data. The original and edited data are displayed, including: units and/or service dates, in addition
to any other pertinent information (i.e. delivery method, office/site, notes, special needs, and request details).

Department Of Economic Security

Bill Johnson|account: Tungland|Close

Authorizations - Modified Authorization Details
IMain Menu Service Nofifications  Pending Authorizations  Declined Requests Acknowledoe authorizations  Final duthorizations

&) Following are the details of the authorization. You may acknowledge the authorization by dicking 'Acknowledge’ button,

Consumer
Name : John Smith Consumer ID: 123456789 Gender: M Age: 13
Phone #: (602)555-5555 Address : 3225 M Central Ave Notification Date : 09/02/2004

Phoeniz, AZ - 85012

Authorized Service Details

Service : OCT lnits: 150 (Ol 220) Emergency: ves

| This is a sample description for OCT, ‘
Office /Site:  Site123 Service Dates: 10/01/2004 - 10/01/2005 (Old ¢ 10/01/2004 - 08/04/2005 )
Notes :

These are the notes that the client has typed in. Yendar can
look at the complete request of the dlient in this screen and
respond accordingly.,

Special Needs : Augmentative commmunication device

Pasitioning
Lift up toftransfer 30 |bs
Auditory integration

Support Co-ordinator:  Ross Clement Click on "view Authorization History' to view the history of the authorization, Once opened, you may save
(6023 274 - 3050 it a5 a POF document or prinit it,
rclement@azdes.gov
£ Wiew Authorization Histary
Responsible Person : Sata Stidharn
(602 274 3050
sstidham@azdes . gov

Return | | Acknowledge

April 19, 2005

Contact | Site Map | Help | Site Bast Viewed..

Copyright 2003 DES Arizona @ vour Service, All Rights Reserved

Commands

Hyperlinks

Service Notifications — Directs the vendor
to the Service Notifications screen.
Pending Authorizations — Directs the
vendor to the Pending Authorization
screen.

Declined Requests — Directs the vendor
to the Declined Authorization screen.
Acknowledge Authorizations — Directs
the vendor to the Acknowledge
Authorizations screen.

Final Authorizations — Directs the vendor
to the Final Authorization screen.

View Authorization History — Allows the
vendor to view the original and all
subsequent changes to the authorization.
Formatted in a PDF report.

» Return — Returns to the previous screen, Acknowledge Authorizations screen.
» Acknowledge — Allows the vendor to acknowledge the changes to the authorization. This moves the request data
from the Modified Authorization data grid on the Acknowledge Authorizations screen to Finalized Authorizations

screen.
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Final Authorizations

The Final Authorizations screen is accessed through the Final Authorizations hyperlink on the Authorizations Main Menu.

This screen allows the vendor to view all final authorizations. After a new or modified authorization is acknowledged, the
authorization appears in this data grid. The vendor may filter the visible authorizations or search for a selected
authorization by selecting/entering information in the search criteria in the selection/information boxes and pressing the

Search button.

Df Economic Security

Thursday, September

:: Home :: FAQ

Adrnin Authorizations | Account: Mational Mentor Healthcare, Inc, DBA Arizona Mento | Close
|Authorizations - Final Authorizations

Main Menu Service Motifications Pending Authorizations Declined Regquests Acknowledge Authorizations Final suthorizations

“) Fallawing are the final service authorizations. Please click on the consumer name

Please use the following criteria to link to wigw the details of the authorization, vou can also view the history of the
search autharizations, if you have proper access rights,
Status 1 [Open v Office/Site | National Mentor Healthcare, Inc. DBA Arizana Mento v
— : Records Displayed: 100 Total Records : 3063 Go to Page: |1_ V|
Type : | Regular &

Hyperlinks

Main Menu — Returns to main menu.
Service Notifications Directs the vendor
to the Service Notifications screen.
Pending Authorizations — Directs the
vendor to the Pending Authorization
screen.

Declined Requests — Directs the vendor
to the Declined Authorization screen.
Acknowledge Authorizations — Directs
the vendor to the Acknowledge
Authorizations screen.

Final Authorizations — Directs the vendor
to the Final Authorization screen.
Consumer Name — Redirects the vendor
to the Final Authorization Details screen.
View History — Allows the vendor to view

: i Regular
Service ! EI Consumer1 RRE Open Regqular  352.00  View
Consumer2 T2017 Qpen Regular 31.00 View
| T2017 Cpen Regular 31.00 Wigw
S bate = Consumer3 T2017  Open  Reqular 2800 Wiew
Etc. T2017 Cpen Regular  31.00 Wiew
End Date : Ii-@ TZ017 Cpen Regular  30.00 \.I'?ew
RRE Qpen Regular 289.00 View
TZ016 Qpen Regular  289.00 Wigw
Client 10 [ T2017 Cpen Regular  17.00 Wiew
T2017 Qpen Regular 31.00 Wiew
T2017 Qpen Reqular 30.00 Wiew
[Cclear ] [ Search | T2017  Open Regular 31.00  wiew |
Contact | Site Map | Help | Site Best Wiewed.,
Copyright 2003 DES Arizona @ Your Service, All Rights Reserved

the original and all subsequent changes
to the authorization. Formatted in a PDF
report.
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Final Authorizations Continued

Commands

Clear — Deletes all information entered in the search criteria boxes.
Search — Finds and displays the authorizations meeting entered search criteria.

Content

Search Criteria: Information entered in any of these boxes determines which authorizations are displayed in the
authorization results grid. The Authorization Search criteria includes:

0]
(0]

(0]

(0]

Status — Include: “open” and “closed” or the user may select “all” to include both

Type — Authorization types include: regular, and bypass. The user may enter all to include both in the
search.

Service — The user may enter a specific service code to search for authorizations with that code or may use
all to include any service code

Start /End Date — The user may enter a specific authorization start/end date.

Client ID — If a Client Id is entered, only authorizations for that client meeting any other search criteria entered will
be displayed.

Office & Site — Allows the vendor to sort authorizations according to office or site location. Locations populated
according to the vendor’s locations.

Records Displayed- Displays the number of records displayed in the results data grid.

Total Records- Displays the total number of records found matching the search criteria

Go To Page selection box- Allows the vendor to select the page of results to display in the results data grid.

Results Data Grid

o

(0]

Status — Allows the vendor to sort authorizations according to the status of the authorization, all, open or

closed.

Type — Allows the vendor to sort authorizations according to the type of the authorization: “All”, “Regular” or

“Bypass”. The type populates according to the type of finalized authorizations (i.e. if all authorizations are
regular than only that option appears).

Service Code — All service codes have a mouse over description.
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Final Authorization Details

The Final Authorization Details screen is accessed through the Consumer Name hyperlink on the Final Authorization
screen. This screen allows the vendor to view more detail about the consumer. Detail includes, name, consumer id, age,
gender, phone, address, and pertinent information regarding the service request and authorization.

ment Of Economic Security

Authorizations -Final Authorization Details
Main Menu Service Motifications Pending Authorizations Declined Requests Acknowledge Authorizations  Final Authorizations

&) Following are the details of the current autharization,

Mame : John Smith

Consumer ID: 123456759 Gender: M

Phone #: (502} 555-5555 Address : 3225 M Central Ave

Notification Date : 09022004
Phoenix, AZ - 85012

Service @ Z4a0

I Liniks =4, Emergency:
| Sample service description For 74800 | b

Dffice/Site;:  Sitel23 Service Dates: 10/01/2004 - 10/01/2005

Notes : These are the notes that the client has typed in.Wendaor can

look at the complete request of the client in this screen and
respond accordingly.
Special Needs : Augmentative communication device
Positioning
Lift up tostransfer 30 |bs
Auditory intearation

Support Co-ordinator :  Ross Clement
(602) 274 - 3050 it as a PDF document or prinit it
rclement@azdes.gov

Responsible Person : Sara Stidharn
(602) 274 -3050

sstidham@azdes. gov

Wigws Authorization History

Bill Johnson|Account: Tunagland|Close

Age: 18

lick on 'Views Authorization History' to view the history of the authorization, Once opened, you may save

Contact | Site Map | Help | Site Best Wiawed.. |
Copyright 2003 DES Atizona @ Tour Service, All Rights Reserved |

» Return — Returns to the previous screen.

Hyperlinks

¢ Main Menu — Returns to main menu.

» Service Notifications Directs the vendor
to the Service Notifications screen.

* Pending Authorizations — Directs the
vendor to the Pending Authorization
screen.

» Declined Requests — Directs the vendor
to the Declined Authorization screen.

* Acknowledge Authorizations — Directs
the vendor to the Acknowledge
Authorizations screen.

* Final Authorizations — Directs the vendor
to the Final Authorization screen.

* View Authorization History — Allows the
vendor to view the original and all
subsequent changes to the authorization.
Formatted as a PDF report.

 End Authorization — Lets the vendor to end the authorization. Directs the vendor to the End Authorization screen.

Business Rules

» All service codes have a mouse over description for further information.



	Declined requests are visible in this screen for six months after the declined date.
	View Authorization History – Allows the vendor to

